
 

 

1 

 

Rotary Club of Newmarket POD System 

What is a “POD”? 

  
A POD is an energetic team of Rotarians “working together” to ensure 
effective: 

�         Co-ordination [attendance] 
�         Communication [bulletin] 
�         Content [program] and execution of our weekly Club meetings. 
�         Gives all members an opportunity to participant in all aspects 

of the weekly meeting 
  

How do PODS operate? 

  
The POD Team Leader will be appointed.  PODS “make-up” will change each 
Rotary year with random assignment and attrition.  PODS will be proposed by 
the Chairman of the Club Service Committee and approved President Elect. 
Non-POD dates will be assigned by the President 
  
POD responsibilities include: 
Note: Any Rotarian not just POD Members can be assigned duties 

1. Choosing meeting essentials for each week of only the “assigned” 
months.  This includes: 

a. selecting & inviting the speaker (do not book speakers out of your 
pod assignment period – discuss with that period’s pod leader) 

b. Assigning a Rotarian to say the Rotary blessing 
c. Assigning a Rotarian to introduce the speaker 
d. Assigning a Rotarian to thank the speaker 
e. ensuring appropriate AV equipment is in place according to the 

speakers needs 
f. communicating a schedule to the President and President-

elect no later than the 15th of the preceding month.  
g. Assigning a Rotarian to lead the national anthem. 
h. Assigning a Rotarian to say the Rotary blessing. 
i. Assigning a Rotarian  to do the Sergeant-at-Arms.  
j. Assigning a Rotarian to do the 50/50 Draw. 
k. Assigning a Rotarian to record meeting notes for Bulletin 
l. Provide above info to meeting chair before meeting 

  
2. Manning the Attendance Table 

a. providing a greeter for the meeting 
b. Attendance and collection of fees by Treasurer 

 
 
3. Taking notes for the weekly bulletin (specifically focusing on speaker content 
(detailed speaker notes are not required, a brief synopsis is sufficient).), special 
announcements and visitors. After the notes have been taken they should be 
entered into the club website under the ‘Bulletin Scribe’ link.  Ideally this should 
occur by the Monday evening following the meeting. The Website chair will 
format and distribute the results ASAP. 
 
 
 
 
 



 

4. At each of the club meeting run by a POD the following participation is required 
� 1 person will introduce the speaker (or arrange for introductions) 
� 1 person will call to arrange for the necessary AV equipment no later    

than Thursday morning prior to the meeting 
� 1 person will thank the speaker (or arrange for thanks) 
� 1 person will be the greeter 
� 1 person will be the attendance recorder (Treasurer) 
� 1 person will collect fees (Treasurer) 
� 1 person will lead the signing of the national anthem 
� 1 person will say the Rotary blessing 
� 1 person will run the 50/50 draw 
� 1 person will conduct the Sargeant-at-Arms duties 
� 1 person will take notes and record them for the bulletin 
 

In addition, the POD, as a group, will arrange for the speakers for each meeting. All 
members of the POD are required to share the above workload.  
  
POD leaders are responsible for coordinating the POD duties.  They should provide a 
list of the month’s upcoming speakers and the POD duty roster to the President, 
President-elect and Website Chair no later than the 15th of the month preceding the 
POD’s activities.   
  
Any problems with:  

-       Program and Program Co-ordination, defer to the President or 
President/Elect 

-       Registration Desk and Attendance defer to the Treasurer  
-       Bulletin or website, defer Website Chair 
  

The President/Club Services Director will be consulted before any major changes to the 
regular programming are made (i.e. program format, bulletin format, menu, etc.). 
  
The President will monitor for attrition and assign new members or make changes to the 
PODS as needed.    
  
Please note that in certain circumstances, the President and the President-Elect have 
the authority to change a weekly program, if at all possible, to accommodate special 
requests for a meeting.  We would ask your cooperation if and when these situations 
arise.   

 
POD Leader Suggestions: 

1. POD Leaders call a meeting a month prior to your assigned months to plan the 
speaker allocation.  Be sure to review the website schedule of speakers for 
any special meetings, club assemblies, cancellations, etc are planned for 
your months. 

2. POD Leaders should schedule duties in a simple chart 
3. POD Leaders and teams should switch from year-to-year 
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4. If you will be away during your assigned month, kindly switch with someone else 
so that your fellow POD members are not inconvenienced. Inform your POD 
leader of these changes. 

5. Either before or upon arrival at the meeting, complete the meeting assignment 
sheet and pass it to the meeting chair 

  


